
RECORDS RETENTION AND DISPOSAL SCHEDULE 
C-670 

Page 
No. 1 of 1 

Agency 
St. Mary's County 

Division 
Finance - Accounting 

Item 
No. Description Retention 

1, 

4. 

5. 

6. 

8. 

9. 

10. 
11. 
12. 
13. 

Terminated Employees Payroll File 

Files for terminated employees containing 
retirement and leave information. This information 
is not maintained by the Personnel department and 
is used to verify state retirement and pension 
payment options. 

Payroll Reports 

Yearly reports giving payroll data for individual 
employees. Includes changes in salary, benefits 
and withholding for each pay period. This information 
is used to verify insurance and retirement payment 
options and is part of the employment history 
record for individuals. 

Form 941's & W-2's 

Withholding forms and statements for local, State 
and Federal taxes. 

Cancelled Checks 

Cancelled Payroll Checks 

Paid Bills, Vouchers & invoices, receiving reports, 
and attached papers 

Daily Weekly, and Monthly Timesheets 

Bank Statements, books and deposit slips 

Check copies, check stubs and check requests 

Reconcilation & Trial Balance Sheets 
Accomodations Tax File 
Energy Tax File 
Mobile Home/Trailer Tax 

PERMANENT.* Retain in offic 
3 years, thereafter transfer 
to County Records Center anc 
Archives. 

PERMANENT,* Retain in offic 
3 years, thereafter tranfer 
to County Records Center anc 
Archives. 

* If no County Archives Is 
maintained transfer to J 
State Archives. 
Retain 10 years or until al: 
audits completed, whichever 
is later, thereafter destro> 

Retain 7 years or until aud: 
completed, whichever is late 
thereafter destroy. 
Same as item 4. 

Same as item 4. 

Same as item 4. 

Retain 3 years or until all 
audits completed, whichever 
later, thereafter destroy. 
Same as item 8. 

Same as item 8, 
Sarae;'&f-'$tent '8)%* }• «•_ $ i >l j i * o '' 'Samê 'as item 8. 
Same as item 8. 

Schedule approved by Department, 
Agency, or Division Representative 

Schedule authorized by 

State Archivist 

Date 

-Date 



I/JSTRUCT IQN5--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
I/JSTRUCT IQN5--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PACE 1 OF (3 

^^>EPARTMENT/AGENCY 

St. Mary's County 
2. DIVISION 

Finance 
S. UNIT 

Accounting 
DEFINITION-RECORD SERIES- A O R O U , , ° R ""LATBD RECORDS NORMALLY FILED AND USED AS A UNIT FOR 

REFERENCE AS I C U . AS RETENTION AND DISPOSITION PURPOSES 
1 

| 4. RECORD SERIES TITLE 
l 

Terminated Employees Payroll File 
5. EARLIEST YEAR/LATEST YEAR 

1970 TO 1990 

6. RECORD SERIES DESCRIPTION BRIEFLY DESCRIBE THE TYPES O F INPORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BE PI I 

Files for terminated employees containing, retirement, leave and benefits 
information. This information is not maintained by the Personnel Department in 
the Official Personnel Folders and is needed for verifying state retirement and 
pension payment options. 

7. RECORD SERIES FORMAT(S) 
B^LETTER SIZE • MICROFILM 
SxLEOAL SIZE • COMPUTER TAPE 

^^BOUND BOOK • FLOPPY DISK 
• A U D I O TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

6. RECORD SERIES SEQUENCE 
X & ALPHABETICAL 
O NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 
XXX FILE DRAWER(S) 
• MICROFILM REEL(S] 

2.5 D COMPUTER TAPEIS) 
NUMBER 0 OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
Xj£> FILE DRAWER( S ) 

25 D MICROFILM REEL(S) 
L-UUbgw. D COMPUTER TAPE ( S ) 

• QTHFP(fiPPrlFV) 

I II FILE IS USED 
• DAILY O WEEKLY X X D MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
• MONTH ( S ) x 3 c Y E A R(S] 

BERT 
13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM J 
Governmental Center- Finance office 
St. Mary's County Records Center & Archives 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
( IF YES, SPECIFY /.OENCY OR OFFICE ) 
° YES x S NO 

15. ACCESS RESTRICTIONS XH YES • NO 
(IF YES, CITE LAB(B) & REOULATION( s ) 

MD Annotated Code. State Goverment § 1 0 - 6 1 6 g 

16. AUDIT REQUIREMENTS 
x » NONE D STATE • FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YW8.EXPLAIN 
BF.IEFLY A N D D E S C R I B E ANY H A R D B A R E / S O F T W A R E ) 

D YES 2 % NO 

I B . RECOMMENDED RETENTION 
Permanent. Retain in office 3 years, thereafter 
transfer to County Records Center and Archives. 

m NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

J . Blodgett/County Archivist ( 3 0 1 ) 4 7 5 - 7 8 4 4 6/22/90 

DCS 550-4 (REVISED 2/87) 



INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 

DEPARTMENT OF GENERAL EERV1CES 
RECORDS MANAGEMENT DIVISION A G E N C Y RECORDS I N V E N T O R Y 

REVISED RECORD SERIES, 
WITH RECORDS RETENTION 
(DGS 8B0-1 ) 

FORWARD 
SCHEDULE 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 PACE 0^ OF 

^^EFARTMENT/AGENCY 2. DIVISION 3. UNIT 
St. Mary's County Finance Accounting 

DEFINITION-RECORD SERIES-* O R O U P °r "ELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

RECORD SERIES TITLE 
Payroll Reports 

8. EARLIEST YEAR/LATEST YEAR 
1983 T O 1990 

I 9 - RECORD SERIES DESCRIPTION ^ a R l K r u r DEBCRIBE THE TYPES O F IN FORMAT I ON / DOCUMENTS / FORMS POUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES 

Yearly reports giving payroll data for individual employees. Includes changes in 
salary, benefits and withholding for each pay period. This information is used to 
verify insurance and retirement payment options and is part of the employment history 
record for employees. 

7. RECORD SERIES FORMAT( S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
D LETTER SIZE • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

D ALPHABETICAL 
E NUMERICAL 

FILE DRAWER!S) 
D MICROFILM REEL(S ) 

2.5 Q COMPUTER TAPE|S1 
NUMBER p oTHER(SPEC 1 FY) ^ ^ O U N D BOOK • FLOPPY DISK x£ CHRONOLOGICAL 

FILE DRAWER!S) 
D MICROFILM REEL(S ) 

2.5 Q COMPUTER TAPE|S1 
NUMBER p oTHER(SPEC 1 FY) 

^^AUDIO TAPE • VIDEO TAPE • GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
x xOTHER( SPEC I FY) 0 OTHER(SPECIFY) JS FILE DRAWER(S) 

computer printout ,25 D MICROFILM REEL(S J 
KuMbtfR D COMPUTER TAPE(S) 

• OTHFR(RPFrlFV| 

,25 D MICROFILM REEL(S J 
KuMbtfR D COMPUTER TAPE(S) 

• OTHFR(RPFrlFV| 

i II FILE IS USED 
• DAILY D WEEKLY x x O MONTHLY 

, 2 , FILE BECOMES INACTIVE AFTER 
3 • MONTH(S) XJO YEAR(S) 

N U M B E R 
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 
Governmental Center - Finance office 
St. Mary's Co. Records Center & Archives 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
{IF YES, SPECIFY AGENCY OR OFFICE) 
• YES xi? NO 

15. ACCESS RESTRICTIONS X X S YES • NO 
(IF YES, CITE L A W ( s ) & REOULATION(S) 

MD Annotated Code. State Government § 1 0 - 6 1 6 g 

16. AUDIT REQUIREMENTS 

Q NONE ° STATE • FEDERAL XX INDEPENDENT 

17. IS A N I N D E X S Y S T E M U S E D ? (IF YES.EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDBAR&/ SOFTWARE ) 

° YESXJP NO 

16. RECOMMENDED RETENTION 
Permanent. Retain in office 3 years, thereafter 
transfer to County Records Center and Archives. 

m NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE 

J . Blodgett/County Archivist ( 3 0 1 ) 475 -7844 6/22/90 

DCS 350-4 (REVISED 2/87) 



1^STRUCT 1QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 800 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1^STRUCT 1QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 800 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE OF / -3 

" l^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance - Accounting 

3 . UNIT 

DEFINITION-RECORD SERIES-* O R O U P ° r "ELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS KELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Form 941's & W-2's 

EARLIEST YEAR/LATEST YEAR 
;?75 TO mo. 

I 6. RECORD SERIES DESCRIPTION (BRI*:FUV DESCRIBE" THE TYPES O P INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Withholding forms and statements for local, state, and federal taxes—continous form 
copies for all employees and copies of quarterly statements. 

7. RECORD SERIES FORMAT( S ) 
SxLETTER SIZE • MICROFILM 
• LEGAL SIZE O COMPUTER TAPE 

^^BOUND BOOK O FLOPPY DISK 
^^AUDIO TAPE • VIDEO TAPE 
• OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
O NUMERICAL 
XSXCHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPEC I FY) 

9. VOLUME 

3 
NUMBER 

FILE DRAWER(S) 
• MICROFILM REEL(S J 

, • COMPUTER TAPE|S) 
D OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
X & FILE DRAWER(S) 

.5 O MICROFILM REEL(S] 
NuilbgR D COMPUTER TAPE ( S ) 

D OTHgB(RPrrlFY) 
1 1 1 . PILE IS USED 

• DAILY Q WEEKLY RxMONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
St. Mary's County Records Center & 
Governmental Center - Finance office 

12 . FILE BECOMES INACTIVE AFTER 
10 O MONTH( S) YEAR(S) 

14 , IS RECORD SERIES DUPLICATED ELSEWHERET 
{lF YES, SPECIFY AGENCY OR OFFICE) 
D YES ^ N O 

15. ACCESS RESTRICTIONS C YES • NO 
(IF YES, CITE LAS(B) & REGULATION!S) 

MD Annotated Code §10-616 (h) - State Government 

16. AUDIT REQUIREMENTS 

D 'NONE £ STATE 5 FEDERAL • |NDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLA IN 
BF.IEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE ) 

D YES NO 

18. RECOMMENDED RETENTION 

Retain 10 years or until «a-M-aud-its-'eempieted, 
whichever is later, then{3e^tpoy./|^ }j) J } ) 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

6/22/90 

DCS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
REVISED R E C O R D SERIES. FORWARD 
W I T H RECORDS RETENTION SCHEDULE 
( D G S 980 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7278 W A T E R L O O ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
REVISED R E C O R D SERIES. FORWARD 
W I T H RECORDS RETENTION SCHEDULE 
( D G S 980 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

7278 W A T E R L O O ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE *-( OF ^ 

~^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U P O F *">-ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Cancelled Checks 

8. EARLIEST YEAR/LATEST YEAR 
19/9 TO 1990 

6. RECORD SERIES DESCRIPTION j B R I K r l - V DESCRIBE THE TYPES O F INFORMATI ON / DOCUMENTS / FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Files of checks issued by the county government in check number order. These checks have been 
cancelled, cashed or voided and serve as confirmation of payments and checks issued. 

7. RECORD SERIES FORMAT( S) 
• LETTER SIZE • MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 

BOOK • FLOPPY DISK 
AUDIO TAPE O VIDEO TAPE 

^ftpOUND 
• A U D I O 

gxOTHER(SPEC I FY) 
4" x 8" 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 

xBxNUMERICAL 
n CHRONOLOGICAL 
• GEOGRAPHICAL 
O OTHER(SPEC I FY J 

VOLUME 

6 
NUMBER 

B X F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 
• O T H E R ! S P E C I F Y ) 

10. ANNUAL ACCUMULATION 
8 FILE DRAWER(S) 

I a MICROFILM REEL(S) 
NUMBBtt d COMPUTER TAPE(S) 

• OTHFB(RPTrlFY| 

F I L E IS U S E D 
• D A I L Y • WEEKLY ^MONTHLY 

12 . F I L E B E C O M E S INACTIVE A F T E R 
• MONTH)S) HXYEAR(S) _E3E£EE 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 
St. Mary's County Records Center 
Governmental Center - finance office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE1 
(IF YES, SPECIFY /.OENCY OR OFFICE) 
O YES likNO 

15. ACCESS RESTRICTIONS • YES x £ NO 
(IF YES, CITE LAW(S) * RBOULATI ON(S) 

16. AUDIT REQUIREMENTS 

• NONE ^ STATE ^FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USED? { | p YES.EXPLAIN 
BF.'IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

• YES XQ NO 

18. RECOMMENDED RETENTION 

Retain 7 years or until all audits 
completed, whichever is later, thereafter 
destroy. 

NAME AND TITLE OF" PREPARER 
Jan Blodgett/County Archivist 

20. T E L E P H O N E N U M B E R 

(301) 475-7844 
2 I . DATE 

6/22/90 

DCS 550-4 (REVISED 2/87) 



INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE OF / \ 

^^EFARTMENT/AGENCY 
^rt. Mary's. County 

2. DIVISION 
Finance 

3. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U P O W ""LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

[ 4. RECORD SERIES TITLE 
Cancelled Payroll Checks 

8. EARLIEST YEAR/LATEST YEAR 
1 QflT TO 1 QQn 

8. RECORD SERIES DESCRIPTION ( B R , K r U V DESCRIBE THE TYPES O p INPORMATI ON/DOCUMENTS/FORMS POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Files of payroll checks for county employees in check number order. These checks have 
been cancelled (cashed or voided) and serve as confirmation of payments and checks issued. 

7. RECORD SERIES FORMAT(S) 
Q LETTER SIZE D MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 

^ ^ O U N D BOOK a FLOPPY DISK 
^^VUDIO TAPE ° VIDEO TAPE 
BROTHER ( SPEC I FY) 

4" x 8' 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 

NUMERICAL 
O CHRONOLOGICAL 
D GEOGRAPHICAL 
D OTHER(SPECIFY) 

VOLUME 

4 
NUMBER 

^ F ILE DRAWER! S) 
• MICROFILM REEL(S) 
0 COMPUTER TAPE(S) 
D OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
XXO FILE DRAWER(S) 

^ • MICROFILM REEL(S) 
NTJRBVR" D COMPUTER TAPE (s ) 

• QTHFB(fiPFrlFY) 
i 11 FILE IS USED 

O DAILY • WEEKLY BxMONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
St. Mary's County Records Center 
Governmental Center - Finance Office 

12. FILE BECOMES INACTIVE AFTER 
, 7 O MONTH ( S ) 5&YEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOEKCY OR OFFICE) 
• YES fixNO 

15. ACCESS RESTRICTIONS feYES • NO 
( I F Y E B , C I T E L A W ( B ) 6) R B O U L A T I ON ( S ) 

MD ANnotated Code State Government § 10-616(h) 

16. AUDIT REQUIREMENTS 

D NONE SxSTATE xB FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YE8.EXPLAIN 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O YES 2tt NO 

18. RECOMMENDED RETENTION 

Retain 7 years or until all audits 
completed whichever is later, thereafter 
destroy. 

NAME AND TITLE OF PREPARER 
• 

20. TELEPHONE NUMBER 2 I . DATE : 

Jan Blodgett/ County Archivist (301) 475-7844 -6/22/90 

DCS 550-4 (REVISED 2/87) 



1MSTRUCT1QNS- - TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
1MSTRUCT1QNS- - TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE (p OF / 3 

^ ^ E F A R T M E N T / A G E N C Y 

St. Mary's County 
2. DIVISION 

Finance 
3. UNIT 

Accounting 
DEFINITION-RECORD SERIES-* O R O U P O F "ELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 
4. RECORD SERIES TITLE , , 

9. t t3.Cn &Ci 
Paid Bills, Vouchers& Invoices, Receiving reports, & 

o r papers 

8. EARLIEST YEAR/LATEST YEAR 
1979 T O 1990 

8. RECORD SERIES DESCRIPTION ( B R , I I P U Y DESCRIBE THE TYPES O P INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Alphabetical files by vendor for vouchers and invoices processed through the finance 
office with accompanying documentation. 

7. RECORD SERIES FORMAT(S) 

B LETTER SIZE • MICROFILM 

O LEGAL SIZE • COMPUTER TAPE 

BOOK D FLOPPY DISK 

'AUDIO TAPE Q VIDEO TAPE 

O OTHER(SPEC I FY) 

^ ^ O U N D 

^ ^ U J D I O 

8. RECORD SERIES SEQUENCE 

E K ALPHABETICAL 

O NUMERICAL 

O CHRONOLOGICAL 

• GEOGRAPHICAL 

O OTHER{SPEC I FY J 

9. VOLUME 
g XFILE DRAWER(S) 
• MICROFILM REEL(S) 

2Q • COMPUTER TAPE(S) 
N U M B E * • OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
X B FILE DRAWER(S) 

3 O MICROFILM REEL(S] 
MJMBEH ° COMPUTER TAPE(S) 

• QTHFR( KPTf I FY) 

FILE IS USED 
O DAILY O WEEKLY Xfl MONTHLY 

12 , FILE BECOMES INACTIVE AFTER 
D MONTH(S) xi? YEAR(S] 

R r o f e f f 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOMJ 
St. Mary's County Records Center 
Governmental Center -finance office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
('IP YES, SPECIFY AGENCY OR OFFICE) 
D Y E S X3CNO 

15. ACCESS RESTRICTIONS • Y E S 0XNO 
(IF YES, CITE LAW(B) & REGULATION! s ) 

16. AUDIT REQUIREMENTS 

D NONE C^STATE X £ X F E D E R A L • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( IF YES•EXPLA IN 
BF.IEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE ) 

• Y E S *B N O 

18. RECOMMENDED RETENTION 

Retain 7 years or until all audits 
completed, whichever is later, thereafter 
destroy. 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

6/22/90 

DCS 580-4 (REVISED 2/87) 

http://t3.Cn


INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F GENERAL S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F GENERAL S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 1 O F / 3 , 

^ " ^ E F A R T M E N T / A G E N C Y 
St. Mary's County 

2 . D I V I S I O N 
Finance 

S. U N I T 
Accounting 

D E F I N I T I O N - R E C O R D S E R I E S - * O R O U , , 0 | R RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

Daily, Weekly and Monthly Timesheets 
8 . E A R L I E S T Y E A R / L A T E S T Y E A R 

1 Q 7 A T O 1990 
6. R E C O R D S E R I E S D E S C R I P T I O N (•R,*RUV DESCRIBE THE TYPES O F INFORMATION/DOCUMENTS/FORMS FOUND 

•IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES j 

Original timesheets completed by county employees. Timesheets are filed by department. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

SxLETTER S I Z E 0 M I C R O F I L M 

° L E G A L S I Z E CI C O M P U T E R T A P E 

^teOUND B O O K O F L O P P Y D I S K 

t ^ V U D I O T A P E • VIDEO T A P E 

° O T H E R ( S P E C IFY) 

8. RECORD S E R I E S S E Q U E N C E 

A L P H A B E T I C A L 

0 N U M E R I C A L 

• C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

• OTHER(SPECIFY) 

9. V O L U M E 
X X F I L E D R A W E R ) S ) 
• M I C R O F I L M R E E L ( S ) 

7 • C O M P U T E R T A P E | S ) 
NUMBER Q O T H E R ( S P E C , F Y ) 

10. A N N U A L A C C U M U L A T I O N 
^ F I L E D R A W E R ( S ) 

^ • M I C R O F I L M R E E L ( S ) 
NUMBBR 0 C O M P U T E R T A P E ( S ) 

• OTHFRl RPFrlFYl 

1 1 ' F I L E IS U S E D 
• D A I L Y 0 W E E K L Y E X M O N T H L Y 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 

13. C U R R E N T L O C A T I O N ) S ) ( B L D G . , F L O O R , R O O M ) 
St. Mary's County Records Center 
Governmental Center - Finance office 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I IF Y E S , SPECIFY AOENCY OR OFFICE) 
a Y E S f} N O 

15. A C C E S S R E S T R I C T I O N S 8 Y E S • N O 
(IF Y E S , CITE L A W ( s ) A RBOULAT I ON ( S ) 

MD Annotated Code. State Government § 10-616(h) 

1 6 . A U D I T R E Q U I R E M E N T S 

D' NONE g S T A T E ^-^FEDERAL • IN D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? ( i p Y E S . E X P L A I N 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D Y E S t^xNO 

1 8 . R E C O M M E N D E D R E T E N T I O N 

Retain 7 years or until ta'M~ ".audit's*."fl %% -
completed, whichever is later, thereafter; 
destroy. \ 

N A M E A N D T I T L E OF P R E P A R E R 

Jan Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2 1 . DATE' .... ... .....J 

6/22/90* 

D C S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT 1 Q M S - -TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H NEW OR 
REVISED R E C O R D SERIES. FORWARD 
W I T H RECORDS RETENTION SCHEDULE 
(DCS 980 -1 ) 

DEPARTMENT O F GENERAL S E R V I C E S 
R E C O R D S MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE OF /3> 

^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U P o r R E L A T E D R E C O R D S N O R M A L L Y FILED A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O B E B 

4. RECORD SERIES TITLE 
Bank Statements, books and deposit slips 

5. EARLIEST YEAR/LATEST YEAR 
1 Q 7 Q TO 1900 

6. RECORD SERIES DESCRIPTION ( B R I , R U V D E S C R I B E T H E T Y P E S O F 1NFORMAT1 O N / D O C U M E N T S / F O R M S FOUND 
•IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Reports from banks on county accounts, deposit slips and reports from departments used 
for reconciliation and monitoring of accounts. 

7. RECORD SERIES FORMAT(S) 
S LETTER SIZE • MICROFILM 
D LEGAL SIZE ° COMPUTER TAPE 

^feBOUND BOOK O FLOPPY DISK 
cr*AUDIO TAPE D VIDEO TAPE 
a OTHER(SPEC 1FY J 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
Q NUMERICAL 
ftcCHRONOLOG1CAL 
0 GEOGRAPHICAL 
0 OTHER(SPECIFY) 

9. VOLUME 
x g FILE DRAWER(S) 

2 0 MICROFILM REEL(S) 
• COMPUTER TAPE 1S1 

N U M B E R Q OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
8 FILE DRAWER(S) 

• 5 O MICROFILM REEL(S) 
NUMBBT* ° COMPUTER TAPE(S) 

• O T H E R / K P F P I P Y l 

1 1 • FILE IS U S E D 
D DAILY 0 WEEKLY X S MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
mm4r D M 0 N T H ( S * * x ™ « ( s ) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
St. Mary's County Records Center 
Governmental Center - Finance Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
a Y E S JBJNO 

15. ACCESS RESTRICTIONS • YES flXNO 
( I F Y E S , CITE L A W ( S ) «• RBOULAT1 O N ( S ) 

16. AUDIT REQUIREMENTS 

• NONE JBC STATE fix; FEDERAL D INDEPENDENT 

17. IS A N INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

a Y E S 5 X NO 

18. RECOMMENDED RETENTION 

Retain 3 years or until all audits are 
completed, whichever is later, thereafter 
destroy. 

N A M E A N D TITLE O F PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 1 . DATE 
6/22/90 

DGS 550-4 (REVISED 2/87) 



1HSTKUCT1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 

A G E N C Y RECORDS I N V E N T O R Y 
1HSTKUCT1 QMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 PACE *7 OF 13>, 

""^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

8. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U F ° R R K > - A T E D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Check copies, Check Stubs and Check requests 

EARLIEST YEAR/LATEST YEAR 
im.ro JL99Q 

6. RECORD SERIES DESCRIPTION (BR,KRI-V D E S C R I B E T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T B / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S J 

Copies of checks and check stubs for checks issued by the county government. They are 
used as a backup until cancelled checks are received and refiled. 

7. RECORD SERIES FORMAT(S) 
g LETTER SIZE 0 MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 

BOOK O FLOPPY DISK 
"AUDIO TAPE • VIDEO TAPE 

a OTHER(SPEC I FY) 
^"^UJDIO 

6. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
fi^SlUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER{SPEC I FY) 

9. VOLUME 
x g FILE DRAWER(S) 
• MICROFILM REEL(S) 

2.5 • COMPUTER TAPEIS) 
N U M B E R a OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
X<S FILE DRAWER( S) 

•5 D MICROFILM REEL(S J 
NUMBBjR d COMPUTER TAPE ( S ) 

• QTHFB(RPFrlFV) 

i II FILE IS USED 
D DAILY • WEEKLY £> MONTHLY 

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM J 
Governmental Center - Finance Office 
St. Mary's County Records Center 

1 2 • FILE BECOMES INACTIVE AFTER 
3 O MONTH(S} HXYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
Q YES £kNO 

15. ACCESS RESTRICTIONS • YES QxNO 
( I F Y E S , C I T E L A B ( B ) * R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

Q NONE XXKSTATE EKFEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
BF.IEFLY A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E J 

D YES S x NO 

16. RECOMMENDED RETENTION 

Retain 3 years of until tall audits ' "* 
are completed, whichever is later, thereafter 
destroy. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE 

6/22/90 

DCS 550-4 (REVISED 2/87) 

http://im.ro


INSTRUCTIONS--TYPE O R PRINT A 
SEPARATE F O R M FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 550 • 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 

PAGE JO OF iZ 

~^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U F ° R R««-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB 

4. RECORD SERIES TITLE 
Reconcilation and Trial Balance Sheets 

5. EARLIEST YEAR/LATEST YEAR 
T O 1 9 9 0 

6. RECORD SERIES DESCRIPTION {BH,,,'L*V DESCRIBE THE TYPES O F INFORMAT1 ON/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Worksheets for reconcilation and trial balances of county bank accounts. 

7. RECORD SERIES FORMAT(S) 
BxLETTER SIZE O MICROFILM 
O LEGAL SIZE ° COMPUTER TAPE 

^BtepOUND BOOK • FLOPPY DISK 
C^UJDIO TAPE • VIDEO TAPE 
O OTHERJSPECIFY) 

6. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 
BXCHRONOLOG1GAL 
• GEOGRAPHICAL 
0 OTHER{SPECIFY) 

9. VOLUME 
5 FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 S O COMPUTER TAPE(S) 
NUMBER D QTHERfSPECIFY) 

10. ANNUAL ACCUMULATION 
S FILE DRAWER(S) 

5 a MICROFILM REEL(S) 

• O T H F R / R P F r l F V l 

1 1 • FILE IS USED 
O DAILY D WEEKLY • MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
D M O N T H ( S ) D YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Finance Office 
St. Mary's County Records Center & Archives 

14. I S RECORD SERIES DUPLICATED ELSEWHERE T 
I IF YES, SPECIFY AGENCY OR OFFICE) 
• YES flxNO 

15. ACCESS RESTRICTIONS 0 YES XH NO 
(IF YES, CITE LAW(B) * REGULATION! s ) 

16. AUDIT REQUIREMENTS 

Mi NONE • STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

0 YES jft NO 

18. RECOMMENDED RETENTION 
Retain 3 years or until all audits 
completed whichever is plater, thereafter 

destroy. | ("13 7 ISi?! f8 i 
1 

~ ^ B ^ NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE 'J 
I .• 67.22/90,..., , , j ' 

DOS 550-4 (REVISED 2/87) 



1HbTRUCT1QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 990-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
1HbTRUCT1QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 990-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE // OF 1 ̂  

n^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* ° R O U P 0" R E I - A T E D M C O R D » NORMALLY PILED 
REFERENCE AS WELL AS RETENTION AND DIBPOS 

AND USED AS A UNIT FOR 
IT ION PURPOBEB 

4. RECORD SERIES TITLE 
Accomodation Tax 

8. EARLIEST YEAR/LATEST YEAR 
W TO 

6. RECORD SERIES DESCRIPTION (BRIEri-V DESCRIBE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS FOUND 
IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Monthly report forms and cash receipts filed by hotel & motel operators. Files 
are arranged by individual owners and are subject to county audit. 

7. RECORD SERIES FORMAT(S) 
SxLETTER SIZE D MICROFILM 
° LEGAL SIZE • COMPUTER TAPE 

^"teOUND BOOK • FLOPPY DISK 
^WUJDIO TAPE D VIDEO TAPE 
D OTHER{SPECIFY) 

8. RECORD SERIES SEQUENCE 
X K ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
Q GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 

1 
NUMBER 

3 & FILE DRAWER(S) 
0 MICROFILM REEL(S) 

. D COMPUTER TAPE(S) 
• OTHER( SPECIFY) 

I 0. ANNUAL ACCUMULATION 
X3TJ FILE DRAWER(S) 

25 D MICROFILM REEL(S] 
UbUhVh ° COMPUTER TAPE(S) 

; P OTHER(SPEC I FY ) 
11 FILE IS USED 

O DAILY a WEEKLY x 8 MONTHLY 

13 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Finance office 

1 2 • FILE BECOMES INACTIVE AFTER 
\ D MONTH(S) 3&YEARIS] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
llF YES, SPECIFY AOENCY OR OFFICE) 
Q YES X B NO 

15. ACCESS RESTRICTIONS BKYES • NO 
(IF YES, CITE L A W ( s ) * RBOULATI ON(8) 

MP Annotated Code. State Government §10-616 g 

16. AUDIT REQUIREMENTS 

D NONE D STATE O FEDERAL XX-3 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( | p Y E S . E X P L A I N 
BF.IEFLY A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES ^ NO 

I 8 . RECOMMENDED RETENTION 

Retain 3 years or until audits completed, 
thereafter destroy. 

NAME AND TITLE OF PREPARER 
J. Blodgett 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
6/22/90 

DCS 550-4 (REVISED 2/87) 



1MSTRUCT1 QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
1MSTRUCT1 QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 • I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE OF / 3 

n^^EFARTMENT/ACENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O B O U F o r " E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Energy Tax File 

EARLIEST YEAR/LATEST YEAR 
1987 T O 

! 6. RECORD SERIES DESCRIPTION j B R I K , , U V D E S C R I B E T H E T Y P E S O F INFORMATI O N / D O C U M E N T S / F O R M S F O U N D 
| IN THE SERIES. INCL U D E T H E P U R P O S E O R F U N C T I O N O F T H E SEP/IES) 

Monthly report forms and cash receipts filed by fuel and utility companies. Files are 
arranged by vendor and are cumulated annually. Files are subject to County audit. 

7. RECORD SERIES FORMAT( S ) 
BXLETTER SIZE D MICROFILM 
D LEGAL SIZE O COMPUTER TAPE 

^fcoUND BOOK • FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
• OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
SxALPHABETICAL 
O NUMERICAL 
E CHRONOLOGICAL 
H GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
FILE DRAWER(S) 

• MICROFILM REEL(S) 
•50 D COMPUTER TAPE(S) 

N U M B K * • OTHER{SPEC I FY] 

I 0. ANNUAL ACCUMULATION 
XH FILE DRAWER(S) 

2 5 tJ MICROFILM REEL( S ) 
K U M B E V d COMPUTER TAPE(S) 

• OTHFR(RPFrlFV) 

I 1 . FILE IS USED 
D DAILY Q WEEKLY X X f l MONTHLY 

12 FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - Finance Office 
14. IS RECORD SERIES DUPLICATED ELSEWHERE T 

( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES S^NO 

IS. ACCESS RESTRICTIONS XX3 YES • NO 
(IF YES, CITE LAW ( s ) * REOULATION(S) 

MP Annotated Code. State Government §10-616 g 

16. AUDIT REQUIREMENTS 

O NONE O STATE D FEDERAL xfi INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( | p Y E S , E X P L A I N 
B M E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

a YES x9 NO 

18. RECOMMENDED RETENTION 

Retain 3 years or until audits completed, 
thereafter destroy. 

W NAME AND TITLE OF PREPARER 

J. Blodgett 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

6/22/90 
DCS 350-4 (REVISED 2/87) 



INSTRUCT 1 QMS- - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1 QMS- - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 980 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 78 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE /•? OF (3 

"I^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

8. UNIT 
Accounting 

DEFINITION-RECORD SERIES-* O R O U P O F PKLATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_ 

4. RECORD SERIES TITLE 
Mobile Home Tax 

8. EARLIEST YEAR/LATEST YEAR 
1988- TO 

6. RECORD SERIES DESCRIPTION { B R , I C F l- V DESCRIBE THE TYPES O P INPORMATI ON/DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Monthly report forms and cash receipts filed by mobile park owners. Files 
are arranged by owner and are cummulated annually. Files are subject to county audit. 

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
•^LETTER SIZE O MICROFILM 

D LEGAL SIZE • COMPUTER TAPE 
ALPHABETICAL 

• NUMERICAL 

X% FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPEIS) 

NUMBER D OTHER(SPEC I FY) ^•teOUND BOOK O FLOPPY D I S K O CHRONOLOGICAL 

X% FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPEIS) 

NUMBER D OTHER(SPEC I FY) 

^ W V U D I O TAPE O VIDEO TAPE a GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
Q OTHER(SPEC IFY) • OTHER(SPEC I FY) XX FILE DRAWER(S) 

25 D MICROFILM REEL(S) 
NUMBgR D COMPUTER TAPE(s ) 

D OTHER/SPCriFY) 

25 D MICROFILM REEL(S) 
NUMBgR D COMPUTER TAPE(s ) 

D OTHER/SPCriFY) 
i n . FILE IS USED 

O DAILY D WEEKLY x B MONTHLY 

12 . FILE BECOMES INACTIVE AFTER 
D MONTH( S ) YEAR( S ) 

I 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Finance office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY AOENCY OR OFFICE) 
a Y E S X 6 N O 

IB. ACCESS RESTRICTIONS EXYES • N O 
(IP YES, CITE LAS(s) A RBOULATION(S) 

MD Annotated Code. State Government §10-616 g 

16. AUDIT REQUIREMENTS 

D- NONE • STATE P F^k^i:^%^f^^^NbEt^r 

17. IS AN INDEX SYSTEM USEDT (IF YES.BXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

D Y E S XX N O 

I 8 RECOMMENDED RETENTION-
r - - • •• i 

Retain 3 years or -until audit completed,! 
thereafter, destroy. | 

'^8>F NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

J. Blodgett/County Archivist (301) 475-7844 6/22/90 

DCS 350-4 (REVISED 2/87) 


